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The key piece of  paperwork for successful ILL service is a standardized request 
form, which can be used not only to take down and submit patron requests, but also 
to track requests through each stage of  the interlibrary loan process. Although not 
required, it is recommended that your library use the request form provided by the 
800# Service (shown on page 4) or one that incorporates similar information. 
 
You will also want every interlibrary loan item you check out to be clearly labeled 
for your patron, as well as any staff  or volunteers that may be responsible for      
accepting returns. The 800# Service provides a printable template (shown below) 
that can be put on loan items which arrive without external labeling.  

Internal ILL Paperwork 

Standardized Request Form & ILL Checkout Slip 

Please note: never use adhesives or clips which 
might damage loan items. For ideas on how to 
safely attach labels see page 6 of  this manual. 
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Front view 

Back view 

Internal ILL Paperwork 

Standardized Request Form & ILL Checkout Slip 
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Paperwork from Lending Libraries 

When an ILL item arrives from APL it will  arrive with a checkout slip attached to 
the cover (see below-left). Write your patron’s due date in the space provided. Please 
note: these slips are attached with removable tape; if  they fall off  or become loose 
please do not use regular tape directly on an item, instead use a piece of  scrap paper 
to create a sleeve you can slide onto the cover of  the book.  
 

 
Never put something on a 
loan item that you cannot  
remove without leaving 

marks or damage! 

Loans from Anchorage Public Library (APL) 
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 The 800# Service Loan slip 
should be attached to the Standard 
Request Form and filed in your 
“Active ILL” folder. Both the 
“Standard Request Form” pro-
vided by the 800# Service and 
loan slips for APL items are half-
sheets. 
 Note that instead of  giving 
a set date on which the item needs 
to be back at APL, the slip comes 
with a stamp indicating the num-
ber of  weeks your patron can have 
the item. Every loan slip comes 
with the 800# Service contact in-
formation, as well as a return mail-
ing label (not shown) which can be 
removed from the bottom of  the 
slip. 

Paperwork from Lending Libraries 

Loans from Anchorage Public Library (APL) 
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 Not all interlibrary loan requests can be filled from the collection at Anchorage 
Public Library. Depending on the preferences of  your library, requests can be placed at 
libraries in-state or nationwide through OCLC WorldShare. Facilitating Interlibrary Loan 
services via OCLC WorldShare is one of  the primary duties of  the 800# Service; items 
are tracked by unique numbers assigned to each loan called “ILL Numbers” which are 
the key piece of  information the 800# Service needs to receive from you in order to 
properly process your interlibrary loan transactions. Unfortunately, paperwork from 
lending  libraries varies significantly meaning you will not always find the ILL number in 
the same place, and other information such as patron name or the lending library’s re-
turn address may be missing entirely. The next several pages show examples of  paper-
work you might receive with ILL loans. 
 On the next page is an example of  the sort of  paperwork you might receive from 
a lending library that lends via OCLC WorldShare. It is a standard printout of  the re-
quest as it exists in WorldShare and features the ILL number prominently in the top 
right corner below a barcode. You will also notice that there is a due date listed  directly 
below the ILL #. This date is typically when the lending library expects to have the item 
back, and is not the due date you should give the patron. 

Paperwork from Lending Libraries 

Loans via OCLC Worldshare 

A Note Regarding Due Dates:  

When receiving Interlibrary Loan items from libraries other than APL, 
please remember to calculate a patron due date that will allow your library 
time to ship the item back before the lending library due date. For items 
which need to be sent out of  state, it is best to give the item two weeks 
of  shipping time to arrive back at the lending library. 

Sometimes out-of-state libraries fail to account for lengthy shipping times 
into and out of  Alaska. If  subtracting two weeks from the lending li-
brary’s due date doesn’t leave your patron enough time to check out and 
enjoy the material (One week for A/V, 2-3 weeks for books), please 
email, call in, or fax a renewal request along with your usual receipt notifi-
cation.  

Contact the 800# Service to Request, Receive, Renew, and Return! 
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Loans via OCLC Worldshare 

Paperwork from Lending Libraries 
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 Some libraries use an interlibrary 
loan management program called ILLiad to 
process and track loans. ILLiad allows     
libraries to easily create loan slips  (see right)  
as well as labels to attach to the covers of  
loans (see above). Libraries using ILLiad may 
use either or both forms of  paperwork. 

Paperwork from Lending Libraries 

Loans via OCLC Worldshare 

Keeping Track of  it All 

Recommendations for Filing 

NEW REQUESTS/PENDING ILL 
 Once a request has been submitted to the 800# Service, the “Standard Request Form” should 
be filed in a folder labeled “Pending ILL” organized alphabetically by the title of the item requested. 
This is done to ensure that you can find the form regardless of what information arrives with the 
item—the lending library’s paperwork may or may not include your patron’s name, but the item itself 
should at least have its own name on it! 

RECEIVED/ACTIVE REQUESTS 
 When an ILL item arrives at your library, pull the standard request form from your “Pending 
ILL” folder and attach any loose paperwork that may have come from the lending library. Update the 
paperwork to include information such as the Lending Library due date, patron due date, and ILL 
number if applicable.  
  If a requested item arrives with paperwork attached to the item itself, do not remove it; if the 
attached paperwork shows the Lending  Library due date, mark it out so that your patron will only see 
the date you want it to be returned to your library.   
 After contacting the 800# Service and the patron who placed the request, you should file the 
combined paperwork in a folder labeled “Active ILL” by due date. Attach an ILL Checkout Slip with 
the due date you have calculated for your patron to the cover of the item. (Please avoid using non- 
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RETURNS/COMPLETED ILL 
 Once a patron returns their interlibrary 
loan item to your library use the due date on the 
ILL Checkout slip to find the request paperwork 
in your “Active ILL” folder. Remove the ILL 
Checkout Slip from the item and put the lending 
library’s paperwork which you filed back inside 
the item. Remember to keep the “Standard Re-
quest Form” and any other paperwork that your 
library generated for your own records, and re-
turn all of the lending library’s paperwork with 
the item. If the lending library’s  paperwork has 
been lost, make a copy of the standard request 
form (marking out any sensitive patron informa-
tion) to be returned with the item. Please note: it is extremely important to copy the ILL number 
onto the standard request form as soon as you receive an item. Not only does the 800# Service 
rely on the ILL# to requests, but the lending library will need it to properly process returned items. If 
you copy the ILL # to the standard request form, you will always have the number on hand, even after 
returning the item or if all other paperwork is lost. 
 Once the item has been packed and shipped back to the lending library, file the standard     
request form in a folder labeled “Completed ILL”. You will want to keep paperwork for completed 
ILLs for at least 6 months in case there are any problems. If you need to track interlibrary loans for 
grant applications, keep your records until the relevant grant reports have been submitted. 

removable tapes as these may damage another  
library’s materials. For tips on attaching ILL 
Checkout Slips safely, see page 6.) Filing active 
ILL checkouts by due date (closer dates before 
later ones) allows you to easily determine if there 
are overdue ILL items as well as quickly find the 
paperwork for a returned item, which should have 
the due date you originally assigned on the ILL 
Checkout Slip. 

Keeping Track of  it All 

Recommendations for Filing 

Although the 800# Service is available to answer your questions regarding 

Interlibrary Loan, there are some questions that can only be answered 

through organization and attention at your own library. Remember, if an 

item is lent to your library from any lending library other than Anchorage 

Public Library, the 800# staff never sees it! The only way we’ll know if 

requested materials arrive at or are returned from your library is if you tell 

us. Keeping 800# staff informed about your ILL activity not only ensures 

better communication with the library sharing their materials with your 

patrons, but also acts as a backup record that you can request information 

from later if something happens to your local paperwork. 



 11 



12  

 

 

 

This service is made possible 
thanks to the support of 


